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riNANCS  DlVISIOil  MEl'.ORAKDU}-!  NO.  2 


S.DEPARmNT  ©F  i^*^  ^ 


To: 


Subject : 


All  Personnel  of  Finance  Division 


Divisional  Organization 


The  -ourrDOse  of  this  memorandum  is  to  establish  an  organizational  basis 
on  which  the  immediate  res-oonsibilities  and  functions  of  the  Finance 
Division  can  be  conducted  vdth  as  little  interruT^t ion  as  iDossible. 

In  October,  19^3 »  "the  functional  organiza.tion  chart  v-as  ap"oroved.  Sub- 
seouently,  revised  job  describtions  and  organization  charts  reflecting 
the  aTDoroved  functional  assi.^^nments  v/ere  r)re"oared  and  a"o-nroved.  How- 
ever, because  of  major  administrative  changes  in  process  within  the 
Office  of  Distribution  no  formal  action  v/as  taken  to  make  effective 
the  organizational  structure  a"T  -roved  for  this  Division.     It  has  now 
seem.ed  advisable  to  utilize  as  an  in'^tedi^^te  basis  for  oiDerations  the 
organizational  structure  v/hich  has  so  recently  been  established.  It 
is  of  the  utmost  im-oortance  that  T)tr?onnel  be  -olaced  in  positions  re- 
TDresenta t ive  of  the  v;ork  -'hich  they  are  actually  'Obrforming.  Obviously, 
any  further  delay  in  making  such  assignments  would  h^^ve  in  many  cases 
resulted  in  an  injustice  to  -oarticular  employees  who  for  some  time  have 
been  -oerforming  duties  over  a.n3.  J^bove  those  described  as  a"o-^licable  to 
the  -oGrticular  -oositions  in  which  they  had  been  cl^^s^ified.  Therefore, 
each  -Qosition  a'Toroved  under  the  -orcsent  ^lan  of  organiza.tion  .ha.s  been 
reviev./ed  and  an  effort  made  to  -olace  emT)loyees  in  the  -oositions  most 
closely  rela.ted  to  their  T)resent  assignments. 

It  also  follov/s  that,  because  of  general  administrative  changes  of  "policy 
and  -orocedure  affecting  the  scope  of  o"oerations  within  this  Division, 
further  changes  v/ill  be  reouired.     It  is  "oroToosed  that  such  changes  will 
be  brought  about  as  ra":)idly  as  i^rocedures  can  be  perfected  '^nd  necessary 
a.'oiorovols  obtained  as  to  such  organizational  changes. 


Proceeding  on  the  basis  of  the  present  aT):roved  organization  charts,  and 
in  an  tffort  to  utilize  the  Dresent  •'■jtrsonnol,  of  this  Division  to  the 
Iftest  ^ 'Iv^^ntage -,  immediate  assit^nments  havo  been  made  and  are  outlined 
heroin.     These  assignments  take  into  consideration  existing  -nersonnel 
rcs-Qonsibilities  and  the  ant ici^^oatcd  increase  in  the  sco-'oe  of  o^oerations. 
As  an  indication  of  the  tyoe  of  major  ch-nge  that  will  have  an  im."oortant 
effect  on  the  Ultimate  structure  of  this  Division,  reference  is  made  to 
reCcnt  directives  which  transferred  rcS'oonsibility  to  this  Division  for 
com.modity  accountability,  to  the  com^olete  revision  of  iDrogrsm  accounting 


now  in  process  designed  to  establish  current  and  accurate  financial  re- 
cords ToertaininfC  to  stockr;ilo  operations,  to  the  necessity  for  national 
direction  in  matters  of  fiscal  procedures  and  methods  and  the  ultimate 
olDjcctivo  of  rendering  a  coraplote  and  comx)rehonsive  fiscal  service  neces- 
sary to  the  OToerations  of  the  Office  of  Distrihut ion.     As  a  means  of 
accom'olishing  the  objectives  essential  to  good  o->Derations  it  is  pro-nosed 
to  centralize  as  rapidly  as  possible  all  authorities  and  responsibilities 
for 'major  lonascs  of  activity  within  the  organizational  units,  i.e.  sections, 
established  for  that  puroose. 

It  is  ex-oected  that  uniformity  will  be  obtained  between  national  and  field 
o-D^rations  and  that  there  will  be  no  division  of  effort  or  thinking  as 
between  national  and  field  orjerations. 

An  effort  will  be  made  to  decentralize  rcs^^jonsibility  and  commensurate- 
authority  on  a  functional  b^-^^sis  and  an  effort  ^-dll  be  made  to  insure  that  ' 
each  and  overy  em')loy^c  of  the  Finance  Division,  vaicther  in  the  national 
office  or  in  the  field,  will  have  full  ^^nd  com-cdete  knowledge  of  their 
individu'^l  and  related  responsibilities.     This  will  involve  good  super- 
vision, employee  training,  a  clear  cut  definition  of  resi^onsibilities  and 
authorities,  and  specific  assignments. 

In  the  national  office  the  Accounting  Management  Section  vrill  continue 
.for  the  present  vrith  the  job  of  coordinating,  pre-naring  and  issuing  com- 
plete fiscal  procedures,  cou-'led  v/ith  necessary  field  suT)ervision  for  the 
^ur-oose- of  obtaining  current  inform.ation  as  to  the  effect  of  nationally 
prescribed  -orocedurcs  on  field  a.ctivitics  and  the  condition  and  efficiency 
of  operations  both  in  the  Washington  and  field  offices.     However,  these 
s-Qeciali Zed  activities  will  be  handled  through  and  vdth  those  foersons 
v;ko  are  j^ssigned  sectional  administrative  res-oonsibili ty  for  sToecific 
fiolds  of  o-Qeration.     In  this  relation,  the  segrega.tion  of  the  four  sections 
hitherto  constituting  Washington  Q-oerations  is  discontinued  and  each  of 
those  four  Sections  v/ill  henceforth  assume  eoual  status  with  the  other 
Sections  of  the  Division  and  will  begin  to  include  national  activities 
within  their  jurisdiction. 

Detailed  hereinafter  are  the  various  comTDonent  parts  of  the  -Division,  to- 
gether v.'ith  the  designated  chiefs  thereof.  ,  ■ 

Office  of  the  Chief  of  the  Division 

S,.  G-.  Benser,  Chief  Fiscal  Officer 

A.  J.  Quinn,  Assistant  Chief  Fiscal' Off iccr ,  in  charge  of  all  commodity 
orieratiot^s . 

T,  A.   Samnngton,  Assistant  to  th^  Chief  Fiscal  Officer  with  general 

responsibility,  "r:)articularly  outside  the  commodity  field. 
H.  A.  Lyons,  Acting  Administrative  Officer 

Accounting  Management  Section 


Ho  Chief  has  yet  been  designated  for  this  Section.     Therefore,  in  order 


to  avoid  any  dolay  of  normal  OT)fcrations  and  for  the  purpose  of  speeding 
the  dt;velopmo.nt  of  or)crating  methods  and  procedures,  the  personnel  of 
this  Section  has  iD^cn  grou-oed  into  various  units  with  s-occific  fields 
of  TcSfDonsihility .     Thc;se  several  groups  and  the  t)crson  in  charge  of 
each  arc  as  follows: 


R,  G-.  Irwin 


Administrative  Accounting 


E.  E.  Franck 


Commodity  Accounting 


C.  K.  Farquhar 

H.  M.  Herndon,  As'sistant 


Voucher  Revievr 


C,  3.  Wise 


Special  Prograjns,  including  Activity 
under  the  arading  Service  Trust  Fund 


J.  H.  Smith 


Liaison  and  Development  Work  in  con- 
nection vdth  Nfcv,r  programs 


A.  M.  Ellis 


Re-DreSentation  of  the  Finance  Division 
vrith  res-Qect  to  Commodity  Contractual 
Activity,  including  Audit  of  Commodity 
Purchase  Vouchers. 


G.  C.  Hoffman 
and 

L.  0.  Lehman 


Regional  Fiscal  Office  Examination 


ADMINI STRATI V3  SECTIJKS 


Reports  s.nd  Control 


F.  R.   Stutzman,  Chief 


Administrative  Accounting 


H.  L.  Obcrheim,  Chief 


Cashier,  Payroll  and  Service 


Jennie  K.  Hunt,  Chief 


Administrative  Voucher  Revicvf 


G.  E.  Heald,  Chief 


PROaRAi'l  SECTIONS 


Quotations 


F.  J.  Kyttle,  Chief 


Comriiodity  Voucher  Review 
(Transportation    Claims  and  Suspensions) 

A.  Stroud,  Chief 

Com  Aodi ty  Accountabi  li ty 

L.  D.  Ellsworth,  Chief 

Profi-ram  Accounting 

I,  R.  Linser,  Acting  Chief 


3.  G-.  Benser 

Chief  fiscal  Officer 
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